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Hiring Manager 
Rehired Retiree Checklist

	Initiating a Recruitment Request

	☐  Initiate recruitment by opening an HR case through ServiceNow.  An HR Business Partner (HRBP) will be assigned to help guide you through the process.
☐  Attend intake session with assigned HRBP to discuss recruitment needs, process, and timeline.
☐  Submit a completed Staff Position Management Form (PMF) with required signatures. 
*Refer to the PMF for the approval routing flow.
☐  Add Position Description (PD) in JDX Job Builder. Refer to our Classification page for additional information.
☐  Obtain resume and complete UBEN 138 and UBEN 1039 forms (download and complete in Adobe).
☐  Submit the signed PMF, UBEN forms, resume, PD, and updated org chart.
☐  Work with HRBP to finalize PD for classification, if applicable.


	Submitting the Application

	☐	Ask candidate to apply online with instructions provided by HRBP.  
☐	Notify HRBP once application has been submitted.


	Closing Your Recruitment

	☐	Extend the verbal offer from HR to final candidate.
☐	Present the Contingent Job Offer letter (template will be provided by HRBP) and obtain candidate’s signature.
☐	Notify HRBP of agreed upon start date and submit the fully signed Contingent Job Offer letter.


	New Hire Paperwork & Onboarding

	☐	Provide candidate with new hire instructions (e.g., Pre-Hire Form, clearance steps, Misconduct survey, I-9, etc.).
☐	Work with employee to complete the New Hire Paperwork.
***Complete new hire paperwork on or before the first day of work.  
☐	Onboard employee - Onboarding Checklist
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